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D^pul gr Director (S import) 

oi Froce<iurei For Separating Aganay Iraplqyees 

M ^£wf a *r° Chl f f * £roiu ED /^* dated 28 January ■#% 

subjeot CoMprebeaeive Review of Clearance Procedures for 
Personnel Leaving Agenqp Employ 


such ror ****• 

I. m problemi 

Tjdrtralne the odequasr of ,».«* procedure. for ImutIm that • 

..saqjroo .11 hi. buBines* ,1th CIA on or b‘fo« 

tae effeetivii date of his separation. * 

8. ASSUMPTIONS! 

1» accordance with the referenced aeaorandM*, it is assumed that* 

*’ ,1+ E5plcy af V Mf S” to a headquarters or field staff ^plcyee, 

SJSLJSm !^T 'fj** “* for ®« 8 detailed to CIA. J5t? 
fcr^Sof to **«‘ 8 — consultant.. 


b. 


JL*Si2L a ^ t if I ‘ 40 --jahu. 

Sl6h*m ..count, ml tlTSow 

gssas/s: 1 »^ a r"5ussrxs s b t;r 


*' W lcpro««.ed proper], only If thor. or. ade- 

** * vee«as of the aon^ # property and doouaents oharged to 


1. FAO^i 


fa* 




03:s; 


■ - 1. ■ ■■ ., 

* : 

«f ' 9 jVi 


** 41S*rS^St a LTiii ia S“ twl * r <*. 

*ti«a 3afb. «?S^)T ohii- 

OONFlDLiriAL 

✓ !•;' : :p«J „S* r *- ~~ - - 
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(D In calendar j eer there were ho » Bmam , 

Of the total indefctedne** resulted fWi « S ^ t0 * * P^eent 

anting for traveTX^^^^ S* 4 *** 1 * improper 

Jk,78k.?8 to 23 aaeplcyeej who f SQna ^ oweti 

31 October 1#5, FW c rDi£Lio£ hid T * b ,** } 011 

srsg 

<s! s&*atra. j s i 'S5 rsg? n7 *“» *» »— *. «. 

<3) 

fW No data are available regarding Tolnme «r 

wL r srassnsts. 

b. ft. foliottn* foots .re WToried * th. ottonhed <ury ^ r<p<lrt , 

«b*Tf»d toTndimuS^ n «!d'd^^rfj 1 “f pK>p * r ^ r «* bocnBBnte 
t. prortde collet. JSZZ?' *" 1101 •<"«»*• 

ot r.oor4*Slot^S S* " Dtr * 1 * ffi °** 

eavanoe notioe of aaqjr separation 

(3 «BK!i 7 i *» u * 1 »«* *nd 

*SS\«*4 SEX 2aS7*5tli i' ST 11111 111 mh—i» 

trotioo .moo,. .T£± », !??«?* **- 

•M dorna^t oS£SoS a i,”oar“5^a^k h8 1, 1 ft * 8 ° f K«P»V 
£*&£?' “* ^ be ^^t^'iTcl^nnTttnT 

<5) SMrss -=• 

<6) s- ^ r - 

or r * 0 °bd C SSh”«M T rtlSgrtl*, e 2l^^?'rf for “ tttm by oli otfiooo 

g * tlon * 0har * ed t © * separating a«plqr*e. 
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(8) The field freq-oantly 4oe§ net advise headquarters ®f the states of 
accounts of an employee Kho is returning far separation, PCS or leave. 

(9) Time lags of from four weeks to four months exist 
quarters comwrdwticms regar^ advance, made 

of op^ njyaao* accounts. (See page 6 of attached report./ 

h. DISCUSSION* 

a. toman ewer end Improper conduct on the part o f a few am ’ 

tribute to the number of preblew hov T7?T* ^ 

fron the abeenoe ef clearly defined responsibilities and formal, de- 

tailed and cc^fes^lve pro^dural guid^ 

aatiag ofHpop^te and for offices of record. ft« nasteer of regOateay 
iesuanceson the wttfeet and the vagueness of some of these issuances 
contribute to the eomfueian* 

b. Ia addition to the weaknesses la policies and procedures, the most 
crossing problems erei the lack of advance information regarding ®«p»- 
!^om which are provided the office of l ersonnel and offices >f 
record} ineffective records of property and document* charged to in- 
dividuals, particularly ia operating components, and failure oi fis Id 
operating c ma mmt* to comply with regdatoxy issuances, pertaining 
to noticing headquarters of the status of awployeos* accounts. 

«. The Office of Logistics has, since eenplmtion of the Mgt^ * ri * 

farced stricter reculrwmests for obtaining aon-oxpeodwlc , port nnie 

pm rarty free tuUdlBE S<wV *«■»• ***• " lu th “ 

r«u»d Aon an Mpfcffs. sttrtn. nah property n^ tira It j «*» to 
another wplcy.o. Seeent .tap. ter. lO» b«. " 

logistics to bring the properly records ©f its Building Supply fflcsre 
to date, so that they ceeurattly reflect the names of employees 
having actual possession of property • 

, HnmrlmMnta for reeeiptinr for Top Secret documents are onf erred in 

hew^ at the branch or lower lev* 1, there 

is a tendon®- to control the documents more casually. Apparently this 
is a long-standing problem in the TB/P Area, share RI is planning a 
study of Top Secret records and procedures in operating campont-nis. 

«, Both Fiscal Division and Finance Division impose restrictions in > 
mbpq vI m advances to saploysei) Fiscal Division is particular^ strin- 
g y. ia.this respect, normal^ permitting an advance to an 
la excess of W.s "equity* ia accrued salary and retirement afugr if the 
mmim— obtains an indemnity bond at his own expense. A BD/S Committee 


L ^jCjpiMit coesBimicstions between Finance Division and field stations, 
Established since these fact# were determined, have eliminate most 

cf these erdhlmme of field to headquarters accountings. 
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h»§ etetfled tl^r possibility of requiring Q f j» r80rme i 

™**toi*g tmweushend fa***, 

m r^TuSjirsf s v*sr 

Comptroller sod Security have considered requiring the 
SK**" 7 d***ntation which. would shew advanee# received, 
«dwwd before an additional advance woul* 
bo wit. hi* has been rejected as an insecure and vueeceeeeiy precede 

S. GOKGII/SlOiNBj 

2f ^fi**!* ********** from CIA without nettling *u obU- 

tmtmm, »o^ ‘ITS?* 

ssr. ^TiMrtSr^ ^2^*, ssst^iSs* 

&» 


It i* raecttgeadei that* 

*• ^***“1. «■«■«• «c I^jUrtlo. Office of the 

w»ii«r # with appropriate partici pa t ion . * - 

haadbc “ 

01 and detailed pro- 

» ti f* f® application hy all components in deprocessing enplevees 

»M«^Ci *° i ^ t “ £“’» «f»f «Ting within CuTgolW OY«r- 
twFCSKcowQrting to .mUmr mq*,.. etotne, amt tiJ himabook. 

*S ??4 appropriate portion# of eodatlug Regulation#, m& that, in 

ition, they lneliaie the following reqvilrt»«nta (security' parrdttlag)* 

(1) °**>P°nent »ill notify Personnel, Finance, Fiscal, 

hsglatlfi* and security i*sediate3y, ly telephone, of m aatioiLtmA 
•eparaUon * MW. when It 1. apparSU ^SmtLlJStSS^SSiL 

^vJilaa^r^i 08 WtU + f >t rm f h offices at least two week# la 

aaraaee of the separation or Ji,‘ap. 

(2> The eqpl qylng cewponant will attempt to retrieve all property , Woks 

^ *T ^oorde of the ccsgonent/ 

# failing to obtain the Item or a satisfactory' account Inc 
-iOtify- P arsenal, Finance, Flacal or Security, as appropriate, 

(3) certify in writing, on the Final «y- 

Clearance afceot, fen* 21, that the employee ie free of alt 

SSSSTamSS “* * ” Mrd * 9f *• — . 

<W !fi®“’r a * U **.«*> t-lf.fco.do oertificatiqa tlmt a 


aaparatlng employee la free of obligations charged to hi* by ti 

-k- 
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offices of record listed in tee Final Payment Clearance Sheet, form 
21 except Security, and Finance and Fiscal Divisions and that- ary 
°° VrsT arrangfcaer.t,o have been concluded, and the name of the employee* 
obtaining and furnishing such information will toe recorded or the 
form 21. me erplqyet till personally obtain written certification, 
on the tons 21, that he is free of obligations charged to his, by the 
Office of : ©eurity , Finance and, fiscal divisions, ark the rjaBi.es of 
the employee# obtaining and furnishing such informatioa Kill be re- 
corded on the form 21. 

($) The employee will certify in writing on the final t syment Clearance 
^heet, that he is free of all money, property and document dfcUg**- 
UoaB, or that he has marie appropriate arrangements to settle, all 
obligations* 

(6) A clearance sheet, similar to the Final Payment Clearance Sheet, 

F®m 21, will be completed in the field, and will be forwarded to 
headquarters by the field after separation for inclusion in the 
Office of i“ esmannol folder . the Final Payment Clearance Sheet will 
be revised to reflect mere * ccurately the names of components cer- 
tifying clearance; for ofcample, the Office of Training should be con- 
tacted retarding such items as language records, as well as books. 

(?) Wien an emplqj? o« indicates his intention to separate in the field 
effort ^ will be i3vn.ee to effect clearance by Finance, Logistic® 
and ta© Credit laion at headquarter# prior to tee effective date of 
his separation. 


25X1 A2d2 


(3) fifflplgye® dfcprc cessing will be completed on the day before fi n al 
separation s<?h# never possible. 

(9) In internal transfers, the losing component will notify- the aalnisff 
component of all obligations known to bo charged to tee tsqpiqpj#* 

(10) -lie field wiil transmit a cable or dispatch to headquarters (copies 
to Finance end Logistics), whichever is appropriate in view oi tee 
employe© a anticipated date of arrival at headquarters, regarding 
the outetandimg obligation® of an employe* returning to headatarterc 
for # operation, or te-OP , provided, in the ease of Finance, that the 
employee is expected to strive at headquarters before a rcrsotnel 
rransfer and Clearance For»y3-£0, can be transmitted by tew 

m headquarters . * The indicator will be used on comsu— 

J-icatiOTsrelatingta^a^ci^obliratte 
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rescinded as appropriate* 


-5- 


* Wote * Phis procedure is now generally followed. 
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c. The Office of Logistics: periodically review procedures employed by 
operating components for recording non-expendable portable property 
charged to employees in order to insure that such records accurately 
reflect the names and signatures of employees having actual possession 
of the propertyj periodically review Building Supply Of floors' records 
of property charged to individuals in order to insure that such records 
accurately reflect the names and signatures of employees having actual 
possession of tha property /hote: the Office of Logistics has already 
taken steps to implement this recommendation/ j require the signature 

on Office of Logistics receipts of the employee who is actually to use 
and maintain possession of property obtained from the Bui ldin g Supply 
Officer Motet the Office of Logistics has already taken stope to 
implement thi s recoRBBendation7 

d. The Office of the Comptroller: study time lags in field to headquarters 
notification of advances and take necessary steps to reduce such time 
lags where feasible, 

e. The Office of Central reference, CIA Top Secret Control Officer, ini- 
tiate a review ty the Area Top Secret Control Officers in the operating 
components , of the Top Secret document records in their areas, and to 

r squire the netessaiy steps to insure that such records reflect accu- 
rately at all times the name and signature of the employ ee having 
actual possession of the documentj that OCR take steps in regard to 
the record of books and classified documents maintained by the CIA 
Library to insure that ®u«h records reflect accurately at all times 
the name and signature of the employee having responsibility for pos- 
session of the book or document, except that the Library record will 
not be required to include the borrower's signature. 
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Chief, hanageraent Staff 


Attachment: 

Survey Report 

The recommendations in paragraph 
6 are Approved: 


COKCURRLNCdS : 

(See attached sheet) 


DlBTRlBtfTIOM* jp 

orig. & i - 

1 - Dir. of Log, 

1 - Comptroller 


MAR 6 135? 

Sate 

The Office of Personnel 
has ptiraary responsibility 
for implementing these t gipnr4| 


1 - Lxec. Off. DD/P 
1 - AD/CR 
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the ADD/S for review in accordance with the 
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«' Subject to SSA Coalmen, te 
attached^ 


, /a/ __ 

Office of too Censp tr© Her 


Office, of Logistic® 

M _ 

Office of Pamtmml 


/%/ ... 

Office of CcntwuL fcoferanoe 


** xaeeisicr® ingg$>1Ni ’sy A/M /t.) in th© attached paper 4 is wg#fd to -■• 
and ind emits' beards# hats been included in the staff study • z->k ; *nh 
Ijufi hare agreed cnalljr to the eonidnuaticro, on th® Final Payment 
Clearance Sheet, of th® CIA. Credit i.'nion, since contact with, the 
Credit Orion is an important part of the Office of Personnel's depro- 
ceesing procedure. 
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